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ABSTRACT 

This document presents the final report on the 
Education for Career Development program, a 3~year project developed 
by the Appalachia Educationa Laboratory and Virginia Tech. A project 
overview describes how the program used counselor education/teacher 
education/administrator education as a preservice approach for 
developing attitudes, knowledge, and skills in counselors, teachers, 
and administrators. It notes that the training focused on maximizing 
school personnel's career guidance efforts on behalf of the secondary 
school students they would serve, and that the overriding goal of the 
project was to refocus preservice education programs upon developing 
a coordinated role for the deliv y of career guidance information 
and services to students. The project is described as focusing on 
developing a model career development center; experiences and 
materials to be included in teacher, counselor, and administrator 
courses; and collaborative activities to enhance understanding and 
working relationships among the three groups. It is concluded that 
these project goals were accomplished during a 3-year period with an 
end product of project information available for dissemination to 
other institutions. A section on project development chronicles 
activities which took place in each of the 3 years of the project. A 
list of advisory committee members, sample letters to publishers and 
a project overview, a list of competencies, and the script for a 
slide/tape presentation and related project materials are appended. 
(NB) 
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* from the original document. 
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The Appalachia Educational Laboratory (AEL), Inc., ^ /orks with educators in ongoing R & D-based 
efforts to improve education and educational opportunity. AEL serves as the Regional Educational 
Laboratory for Kentucky, Tennessee, Vii^nia, and West Virginia. It also operates the ERIC Clearing- 
house on Rural Education and Small Schools. AEL works to improve: 

• professional quality, 

• curriculum and instruction, 

• community support, and 

• opportunity for access to quality education by all children. 

Information about AEL projects, programs, and services is available by writing or calling AEL, Post 
Office Box 1348, Charleston, West Virginia 25325; 800/624-9120 (outside WV), 800/344-6646 (in 
WV), and 347-0400 Qocal). 



This publication is based on work sponsored wholly or in part by the Office of Educational Research 
and Improvement, U.S. Department of Education, under contract number 400 86-0001. Its contents do 
not necessarily reflect the views uf OERI, the Department, or any other agency of the U. S. Government. 

AEL is an Affirmative Action/Equal Opportunity Employer. 
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INTRODUCTION 

Over the past decade and a half, major efforts have been made to 
improve career guidance services and programs in our nation's schools 
through R&D initiatives at the federal and state levels. Practically 
all of this effort focused upon implementation at the local level 
.requiring massive inservice programs* This approach involved counselors 
with limited skills in working with instructional staff, curriculum 
supervisors with little or no background in career development theory or 
practice, and administrators faced with a multitude of other issues such 
as school reform and improvement. In addition, many of the career 
guidance efforts during this period were special projects that depended 
heavily on external funding or required the expertise of an individual in 
order to continue. 

External funding diminished and the national focus shifted from the 
career education emphasis in the 1970s to a return to the basics and 
academics in the 1980s. However, the career guidance needs of youth and 
adults did not diminish. To meet these needs in the next decade will 
require a renewed commitment and a different approach. 

In an effort to meet these needs, the Appalachia Educational 
Laboratory (AEL) and Virginia Tech developed a three-year project 
entitled ^'Education for Career Development.*' 
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PROJECT OVERVIEW 

The Education for Career Development (ECD) project utilized 
Counselor Education/Teacher Education/Administrator Education (CE/TE/AE) 
as a preservice approach for developing attitudes, knowledge, and skills 
in counselors, teachers, and administrators. The training focused on 
maximizing their career guidance efforts on behalf of the secondary 
school students they would ultimately serve. This approach was designed 
to strengthen CE/TE/AE programs and develop a collaborative relationship 
between AEL and regional CE/TE/AE institutions. Virginia Tech, a regional 
CE/TE/AE institution, was selected for the development and testing of ECD 
materials. 

The overriding goal of the ECD project was to refocus preservice 
education programs upon developing a coordinated role for the delivery of 
career guidance information and services to students. Through integrated 
activities in the CE/TE/AE programs, three objectives would be met. 
First, counselors would develop inservice education skills in working 
with teachers and administrators. Teachers also would develop skills in 
infusing career information into subject matter to provide the student a 
more relevant relationship between education and work. Finally, adminis- 
trators would become more aware of program needs. The realization of 
these three objectives would build better understanding and support for 
the role of integrated career guidance activities as part of the total 
school program. 

One "^f the deterring elements in CE/TE/AE programs, as related to 
career guidance, is the lack of appropriate career information, guidance 
resources, and experiences in using these resources as part of preservice 
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training* Another deterring element is the omission of coordinated 
experiences involving counselors with teachers and administrators as part 
of counselor training experiences* Also, career guidance information is 
rarely included in teacher education subject matter content courses or in 
methods and other related courses. 

The ECD project focused on developing a model Career Development 
Center; experiences and materials to be included in teacher, counselor, 
and administrator courses; and collaborative activities to enhance 
understanding and working relationships among the three groups. These 
project tasks were accomplished during a three-year period with an end 
product of project information available for dissemination to other 
CE/TE/AE institutions. 
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PROJECT DEVELOPMENT 

Year One 

The initial phase of the project began in late 1985. A project plan 
was developed, and an institutional agreement with Virginia Tech was 
formalized • 

As part of the planning process, AEL and Virginia Tech established 
an external ad hoc advisory committee to provide recommendations from the 
field. The external committee focused primarily on the model Career 
Development Center. Representatives from Virginia's large city systems, 
middle size districts, and rural schools were included on the committee 
as well as representatives from the state education department. (See 
Appendix A for a list of advisory committee members.) 

The ECD external advisory committee held their first meeting on 
March 7-8, 1986, in Blacksburg, Virginia. The purpose of the meeting was 
to assist the internal advisory committee, comprised of representatives 
from AEL and Virginia Tech, with project planning and design. The 
internal committee decided to meet at least once a month for the duration 
of the project. 

The first major task during the first year of the project was the 
establishment of the model Career Development Center. An existing 
facility was used as the model center. The Virginia Tech Employee Career 
Development program and the Counselor Education program shared a career 
resource center located in Room 210 of the University City Office 
Building. This career resource center was modified and expanded for use 
by the total College of Education. 

'^ 



The room was arranged into four topical areas for career information 
"Self-Assessment," "Educational and Occupational Information," "Taking 
Action," and "Life Management." Personal computers, including two Apple 
II+'s, a Tandy TSR 80, and an IBM-conpatible Zenith were available in eac 
of the career information are^js, as were printers for these computers. 
Audiovisual equipment in the center included an overhead projector, a 
•sound filmstrip projector, a microfiche reader, a slide projector, and 
video cassette players for boi:h 1/2" and 1/A" tapes. 

A graduate intern was assigned to the project as the center coordi- 
nator during the initial development stages. As a first step, staff 
cataloged and classified existing resources to determine what additional 
materials would be needed. 

The next step involved reviewing publishers' catalogs and other 
sources of career development materials. AEL and Virginia Tech did this 
review separately and then combined sources. During the American 
Vocational Association convention in December 1986, Carl McDaniels and 
David Kinefordner, co-directors of the project, visited exhibitors, 
talked with publishers, and collected catalogs and other brochures. 
McDaniels and Winefordner also contacted publishers exhibiting at other 
conventions to request complimentary materials for the center. During 
one of those meetings, staff made initial contact with the Canadian 
Systems Group regarding the donation of their computerized program, 
"CHOICES." 

In addition to conference contacts with publishers, staff reviewed 
catalogs a second time to establish a list of publishers. This list was 
entered into a microcomputer system at Virginia Tech, and mailing labels 
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were generated. Staff sent a le^tar, including a brief project overview, 
to major publishers requesting their latest catalogs and complimentary 
materials. (See Appendix B for the project overview and examples of 
letters sent to specific publishers.) This effort resulted in donations 
of over $6,000 in career materials that included printed materials, 
software, movies, sound filmstrips, and videotapes. 

As materials were obtained for the center, the question of organization 
arose. A software system for filing/classification/retrieval of materials 
was considered; however, costs proved prohibitive. Instead, demonstration 
models of various systems were set up, such as the Statewide Career Infor- 
mation Delivery System, Virginia VIEW (Vital Information for Education and 
Work). A national computerized system, CHOICES, the Chronicle Occupational 
Library, an alphabetic filing of loose-leaf materials, a worker trait group 
filing system, and a general orientation/topical approach also were 
included. Using the topical approach, materials were organized to address 
school subject, occupational information sources, exploration via micro- 
computer and other sources, self-assessment, educational planning, carser 
clusters, leisnre, job search, decisionmaking, curriculum materials and 
career guidance, and life management. The intern assigned to the project 
for 1987-1988 was responsible for organizing the materials in the center. 

As the project progrersed, early dissemination efforts took place 
with a presentation of the ECD project to Virginia college personnel in 
Roanoke, Virginia, on October 22, 1986. In addition, interest in the 
center was spreading to local schools in Virginia. Project staff 
conducted a one-half day wo ishop for the Roanoke City schools to assist 
them in implementing career centers in the six city junior high schools. 

I :^ 
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During the Virginia Counselor's Association Convention held in 
Roanoke in November 1986, a meeting of the ECD Advisory Committee and 
project staff was held. Project staff described 1986 project activities 
and discussed future plans with the committee. 

Year Two 

A decision was made that it would be desirable for the Career Develop- 
ment Center to demonstrate the latest in computer use, while emphasizing 
that it is possible to have a center without computers or with limited 
computer support. Two of the center's computers (the Zenith and the Apple 
11+) were upgraded in memory. Moie complex career exploration systems 
such as CHOICES, DISCOVER, and CIS (Guidance Information System) could now 
be run. 

Eftorts to seek additional materials were curtailed during the spring 
of 1987. The majority of donated materials already had arrived in the 
center. Quality materials were purchased to supplement in-house resources. 

After the purchased materials were received and organized, the new 
materials wf»re tested and evaluated by several different client populations. 
Various groups of high :,chool students, ranging from the disadvantaged to 
the gifted, received introductory career counseling at the center using the 
new materials. Virginia Tech employees, in a six-week comprehensive Career 
Development Workshop, also used the materials. School counselors, adminis- 
trators, and teachers enrolled in counselor education courses tried out the 
new career information materials as part cf their classwork. Based on this 
latter activity, a list of competencies was developed to iden^ilfy outcomes 
that should result from teacher, counselor, and administrator experiences. 
(See Appendix C for the list of competencies*) 

ERIC 
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Dissemination activities continued during the second year of the 
project. In August 1987, ECD project staff presented information on the 
project at the Virginia Career Development Conference held in Roanoke. 
In addition, Virginia Tech project staff held an open house in September 
1987 to introduce and demonstrate the ECD project and the Career Develop- 
ment Center. Deans, department heads, and head secretaries from the 
'.College of Education attended the open house. 

Carl McDaniels presented information on the ECD project at the 
Virginia Counselor's Association held in November in Arlington, Virginia. 
In conjunction with the convention, a breakfast meeting was held for the 
ECD Advisory Committee to bring them up-to-date on the project. 

Plans were made to develop an audiovisual presentation informing 
other teacher, counselor, and administrator training institutions about 
the center. The audiovisual program also could be used at other meetings. 
A draft script was developed by the ECD project staff. 

Year Three 

The main objectives for the final year of the project focused on: 
(1) finalizing the audiovisual presentation, (2) developing selected 
materials to accompany the slide/tape pack'ige, and (3) disseminating the 
comprehensive project program. "Comprehensive" suggests that dissemination 
of the concept and the processes — in add'.tion to dissemination of print and 
audiovisual materials — must occur if the ECD project is to be replicated at 
other CE/TE/AE institutions throughout the Region and the cojntry. 

In the spring of 1988, Virginia Tech's Learning Resource Center staff 
assisted in developing a draft of the slide/tape presentation. By the end 
of the summer, staff revised the slide/tape program and completed the other 
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materials. (See Appendix D for a narrative copy of the script for the 
slide/tape presentation and related project materials.) 

Dissemination activities continued with Carl McDaniels conducting a 
preconvention workshop during the American Association for Counseling and 
Development Conference. The workshop focused on "Using Labor Market 
Information in Career Exploration and Decision-Making" and included 
.information concerning the ECD project's model Career Development Center. 
The slide/tape presentation also has been shown at several meetings and 
is currently in circulation in school divisions and counselor education 
programs in the Region. 

Plans were made for an invitational conference where the project 
could be presented to key people in the AEL four-state Region. However, 
this seminar was not held because a program proposal was accepted for the 
October National Association of Counselor Education and Supervision 
Conference in Louisville. Since many counselor educators in the Region 
planned to attend this national conference, a second meeting at the 
regional level did not appear to be cost-effective. 

Project materials were mailed to counselor educators who did not 
attend the St. Louis conference. The Virginia mailing also included the 
newly developed VIEW Index that forms a crosswalk between the Worker 
Trait Group structure and Virginia VIEW. 

Finally, the first of what promises to be a successful series of 
one-day workshops for local school districts was held at Virginia Tech on 
November 18, 1988. This workshop format for school districts can be 
duplicated easily and will serve as a stimulus to develop additional 
career resource centers in Virginia and throughout the Region. 
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SWIMARY 

The objective of establishing a state-of-the-art model Career Devel- 
opment Center, with the help of an able advisory committee under the 
joint leadership of the Appalachia Educational Laboratory and Virginia 
Tech, was clearly met. The Career Development Center is operational and 
already serves as a model for secondary schools in the AEL Region. A 
second objective of outlining competencies to be gained by administrators, 
teachers, and counselors, with respect to career development centers, was 
also met. The list of competencies, along with the slide/tape on the 
model center, forms a module that can be used in preservice educational 
programs in colleges and universities. A third objective of disseminating 
information about the project is well underway and will continue through 
the distribution of the slide/tape and other materials describing the 
model center. 

Although the project is officially completed, dissemination activ- 
ities will continue through the use of the model center at Virginia Tech. 
With the slide/tape presentation and other materials developed by the 
project, the concept of a career development center will continue to be 
disseminated throughout the AEL Region and nationally. 
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SlJ^rwSf*^"^ ' ' Univc^ityatvOfficcBullding 
and Educational Savlces , September 11, 1986 BUckibuiB.VA 24061 

Education Associates, Inc. 
8 Crab Orchard Road 
POB y 

Frankfort, KY 40602 



Dear Sir or Madam, 



We are excited about our progress in setting up the Education for 
Career Development Project's model career development center. 
This is described on the enclosed blue sheet. We have been 
fortunate that major contributors have donated the latest in 
career information systeuis, career computer software and other 
career materials. They know these materials will be used in our 
education modules to acquaint school administrators, teachers and 
counselors from a variety of settings with types and sources of 
career information materials. Display in our model career 
development center provides not only a unique opportunity for 
visability of your software, but also allows it to" become an 
integral part in the training of hundreds of professional 
educators and counselors. 

While we have several microcomputers available in the center, we 
currently have a major gap in career resource programs which can 
be run on this hardwasre. Your Life and Career Planning: The 
Future is Yours has been recommended by our advisory committees 
as an excellent resource which deals with the issues of 
life/career planning. While we would like our model career 
development center to fairly represent all the career materials 
our advisory committees recommend as excellent, unfortunately 
limited funding precludes our outright purchase of all of these 
materials . 

We hope you will want to make Life and Career Planning: Th e 
Future is Yours a part of the model career development center. 
Contributors to Lhe center will be recognized as special 
supporters and their names will be listed on our suggested 
sources for career materials which will be distributed nationwide 
as part of the Project. If you donate Life and Career Plaanin at 
The Future is Yours you know that it will receive valuabli 
exposure among professionals who will be considering materials 
for purchase in their work settings. ** 

We will be looking forward to hearing from you and adding 
Educational' Associates, Inc. to our list pf special supporters. 



Sincerely, 



0 xwv^ci-c^jr , y 



Carl NcOaniels 
Co-Director, 

O ^ ^"''^ v^r^r^vo^i^t^^ci&^^^^r, Development Project 




EDUCATION ASSOCIATES, INC. 

P.O. BOX Y • 33 FOUNTAIN .'LACE • FRANKFORT. KENTUCKY 40602 

1502)227-4783 



September 24, 1986 



Mr. Carl McDaniels 
Education for Career 
Development Project 
Virginia Tech 

University City Office Bldg. 
Blacksburg, VA 24061 

Dear Mr. McDaniels: 

I have received your letter requesting that we send a copy of 
Life and Career Planning: The Future is Yours for use in your 
model career development center. We would be most happy to do 
so. 

The software program is available in Apple, TRS-80 or IBM-PC. 
Just let me know which format you prefer and we will be glad 
to send it to you. 

Thank you for your interest in using our materials. 

Sincerely, 

Shelley Mauer ^"^"^-^e^ 
Director of Research 
and Development 

SMM:mm 
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VIRGINIA TECH 



f OivtsionofAdininis»tiv>; _ 

^ andEducatkmilSmlces . Unhmityaty Office BuildJt^ 

, • BUckshurg.VA 24061 

October 1, 1986 



Shelley Mauer 

Director of Research & Development 
Education Associates, Inc., 
POB y 

33 Fountain Place 
Frankfort, KY 40602 



Dear Mr. Mauer, 

Thank you for your kind offer of a donation of your software Life 
^nd Career Planning; The Future is Yours to the Education"!^ 
Career Development Project. ' " 

The computers available for the Education for Career Development 
i aI^^^Z an Apple II, 48K single disk drive; an Apple ii+, 

48K, dual disk drive, a Tandy TSR 80, model 40, 48K, dual disk 
drive and a Zenith PC, 64K, dual disk drive. Your donation of 
software that might run on any of this hardware is gratefully 
appreciated. yi-ai.«=i.uj.j.y 

We will be glad to receive your donation of your software Life 
and Career Planning; T he Future is Yours for use in the Educati^ 
for Career Development Project and will be looking forward to 
hearing from you m the near future. Thank you again. 

.Sincerely, 
Carl McDaniels, 

Co-Director, Education for Career 
Development Project 
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Viiginia Polytechnic Institute and State Unhwity 
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VIRGINIA TECH 



Division of Administrative ., ^ . 

Id Eduational Services University aty OiBcc Building 

Blatlabunt.VA 24061 

October 9, 1986 

Shelly M. Mauer 
Education Associates, Inc. 
8 Crab Orchard Road 
POB Y 

Frankfort, KY Jl|0602 
Dear Ms. Mauer, 

' J?^^ ^° ^° thank you for donating your software Life and n«r^f . r 
Planning to the Education for Career Development Project. We 
appreciate your prompt and generous response. 

Your software is already on the shelves of the model Career 
Development Cehter. The next phase of the project involves the 
development of instructional moaules on the uses and sources of 
career develop materials. He are pleasea to have your software 
available to us for use in the Project. During the Spring of 
1986, we had nearly 200 students enrolled for graduate studies in 
the Counselor Education program area ana we receive about an 
equal number of application for the program each year. As your 
software will be usea for instructional purposes in our basic 
career developnent courses, you can expect a wide exposure amonc 
these professionals. 

It is the aim of the Education for Career Development Project to 
be a model project for the education of teachers, counselors and 
administrators who must meet the career guidance needs of 
students in the secondary schools. The final Project report will 
be disseminated at. no cost to the National Occupational 
Information Coordinating Committee, to the federally mandated 
state occupational information coordinating committees as well as 
to colleges and universities throughout the United States. you 
be be assured of expouure of your software, Lif^ »r^f^ r^jp '^ ftr 
P l anning both in the education of professionals and in our 
listing of Education Associates, Inc. as a special supporter and 
suggested source for career development materials. 

Thank you again for your donation. .Please keep us on your 
mailing list so we may receive your current purchasing oatelogue. 

iSincerely , 



Carl McDaniels, Co-Director, 

Education for Career Development Project 
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EDUCATION FOR CAREER DEVELOPMENT PROJECT 



Carl McDaniels, Project Co-Director 
Virginia Tech 
Blacksburg, VA 2A061 



David W. Vinefordner, Project Co-Director 
Appalachia Educational Laboratory 
C^^arleston, VfV 25325 



The goal of the Education for Career Development Project (ECD) 
is to improve the use of career information and guidance re- 
sources in secondary schools. 



Over the past decade and a half, ^ajor efforts have been made to 
improve career guidance services and programs in our nation* s schools 
through R&D initiatives at the federal and state levels. These efforts 
primarily focused upon implementation at the local level requiring massive 
in-service programs. This approach involved counselors with limited skills 
in working with instructional staff, curriculum supervisors with little or 
no background in career development theory or practice, and administrators 
faced with a multitude of other issues such as school reform and 
* improvement. 

The ECD Project is a three year cooperative effort between Virginia 
Tech and the Appalachia Educational Laboratory (AEL) to develop and test a 
new strategy for informing prospective teachers, administrators, and 
counselors about the career guidance needs of secondary school students and 
the available materials for assisting these students with career 
exploration, decision making, and educational planning. 

ECD Project objectives and activities include those designed to: 

• help educators in training develop an understanding of the vital 
importance of the use of career information and guidance resources as part 
of the school^s instructional and career guidance program efforts.^ 

• help administrators develop a commitment to their administrative 
leadership role, and to become knowledgeable about the critical need for 
the availability of career information and guidance resources, and the 
roles of teachers and counselors in using these resources. 

• provide teachers with understandings and skills for infusing career 
information into subject matter and instructional activities. 

• provide counselors in training with coordinated experiences in 
working with prospective teachers and administrators. These experiences 
will focus on the importance of infusing career information and selected 
guidance activities into the curriculum. 

• communicate information about the project to other universities and 
states. 



The project has two major phases. The first phase is completed and 
involved setting up a model career development center. The center houses 
the latest career^ information resources, along with exemplary systems for 
organizing, managing, and accessing information. In addition to serving as 
a model center for use by the College of Education, it will serve as a 
model for state and regional high schools. 

The second phase involves acquainting counselors s teachers, and 
adih^nistrators with the center and the resources. The activities will also 
assist them in developing vital competencies needed to effectively assume 
^ their role in establishing, operatings and maintaining a center in a 
gp^^ secondary school setting. 
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EDUCATION FOR CAREER DEVELOPMENT PROJECT 
Cos^pctcncies 



For Central School Administrators, Principals, Teachers, and Counselors 

1. Understanding of the Career Development Center (CDC) as a source of 
materials and information for career planning* 

2. Understanding the process of career development and the role and 
importance of career information and planning within secondary 
education. 

3. Awareness of the sources of career information, including major 
career information delivery systems, and how these resources may be 
used in an effective way with studentsc 

4. Awareness that secondary school career development programs must be 
equally available to all students; appropriate to their age and 
development; and unbiased in regards to race, sex, religion, 
socioecoQonic status or handicap. 

5. Awareness of specific career information and planning resources 
within the CDC and their potential for infusion into the classroom 
curriculum. 



For Counselors 

6* Demonstrate nn understandi: ^ of how specific career development 

theories and techniques can be related to the development of student 
skills such as decision-maVlng. 

7. Demonstrate an understanding of the various delivery modes for career 
information resources appropriate to differing client populations. 

8. Demonstrate consultation skills needed to aid principals and teachers 
in implementing specific career development programs for students. 

9. Demonstrate counseling skills, including use of assessment instru- 
ments, to aid students in development of self-understanding in 
relation to their career planning. 

10« Demonstrate communication skills in interpreting assessment results 
to students, teachers, and parents and in explaining how the results 
relate to students* career development. 

11. Demonstrate an understanding of CDC organization and management 

techniques, including materials updating, accessing strategies, and 
security measures. 

12« Demonstrate an understanding of the evaluation of a CDC, including 
the process for evaluating career information materials to insure 
that they are current, complete, and unbiased. 
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Appendix D: 

Slide/Tape Script and Related Project Materials 
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ft MODEL CftREER DE VEL-OP>MEIMT CEMXER 
«-r VIRGItMIft "TECM 



75 slides, 14:10 audio cassette with 1000 Hz synch track, Side 1; 
1000 Hz audible cue tone, Side £• 

Career counseling is a growing part of school counseling, addressing 
such questions as, How can we inform young people quickly and 
effectively about the many careers open to them? How can students 
learn about themselves as personalities and as potential employees in 
the workforce of tomorrow? How can young people learn about decision- 
making and life planning? What has been needed is a single local 
eource for testing, information, and guidance, where secondary school 
students can begin the career exploration process. The flppalachia 
Educational Laboratory and Virginia Tech have established a Model 
Career* Dsvelopment Center that serves as a model for how a career 
development center can be established and organized in a typical school 
system. 

In addition, Virginia Tech graduate students studying school 
administration are tasked with using the Model Career Development 
Center as part of their training. To insure that these students are 
capable of establishing such a center in a school, the career guidance 
curriculum mandates twelve competencies that relate to the 
establishment and operation of such a center. Competency topics 
include developing information systems for classroom use and involving 
principles and teachers in designing career development programs. 
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TO USE THIS PROGRAM: 



The cassette included with this slide set has the same program recorded on both 
sides* One side has inaudible slide synchronization pulses which can be decoded on 
a Wollensak 2551 or similar cassette player suitable for use with 1000 Hz pulses and 
Kodak Carousel and Ektagraphic slide projectors for automatic sound-slide playback. 
The other side of this cassette has audible slide changing pulses, allowing use of 
this cassette on any cassette playei; but without provision for automatic sound-slide 
playback. In this mode, slides must be changed manually by listening carefully for the 
beep tone at every slide change. 

TO USE THIS CASSETTE WITH WOLLENSAK 2551 OR SIMILAR CASSETTE PLAYERS, 
USE THE CASSETTE WITH THE SIDE MARKED INAUDIBLE SYNCH PULSES. 

1. Set slide tray on Kodak Carousel or Ektagraphic slide projector and 
advance to slide 1. 

2. Focus and adjust image size. 

3. Connect synch cord from cassette player to projector. 

4# Make sure Synch MDde switch on cassette player is set to "playback" • 

5. Make sure cassette is fully rewound. 

6. Start cassette playero At first synch pulse, slide 2 should appear on the screen, 
and all other slides should advance automatically with each succeeding pulse. 
Refer to script supplied with this program for proper sequencing. 

TO USE THIS CASSE TTE WITH CASSETTE PLAYERS NOT EQUIPPED FOR AUTOMATIC SLIDE CHANGING, 
USE THE CASSETTE WITH THE SIDE MARKED AUDIBLE SLIDE CHANGE PULSES . 

1. Follow steps 1, 2, and 5 above. 

2. Start cassette player. 

3. At first audible beep, advance slide tray manually to slide 2, and continue 
advancing slides at each beep. Listen carefully . Refer to the enclosed script 
for proper sequencing. 

TO USE THIS SLIDE SET WITHOUT THE CASSETTE, READ THE NARRATION ON THE RIGHT SIDE OF THE 
ENCLOSED script: DO NOT READ MATERIAL IN PARENTHESIS. NOTE THAT 5 SECOND PAUSES ARE 
INDICATED AT SOME POINTS-. THIS ALLOWS THE SLIDES TO BE ON THE SCREEN LONG ENOUGH TO 
BE READ BY THE AUDIENCP. 
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SLIDE 

1) Title 
S) t^LDC 

3) Student & TV camera 



4) Virginia Tech 



S) Counselor & student 



£} Students in career 
center 



7) Career charts 



B) A MODEL FOR 

* TOOLS 

* TECHNIQUES 
« RESOURCES 



9) Students in lab 



10) MCDC longshot 



11) CHOICES computer 
program & user 
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SOUND 

CMusicD 
CMusicl 

How can our children learn about planning 
the rest of their lives? Can they do it by 
watching adults at work? Sometimes it^s 
possible to shadow a professional on the 
Job, but not often. 

Many people think that a college education 
is the best way to start a career. But how 
can they find out if college is right for 
them? 

These days, school counseling is being 
asked to answer these questions and many 
more about planning and managing one* s 
life. 

But there is so much information on 
careers, it can be hard to sort it out and 
make it useful to students. 

How can a school administrator, teacher, or 
counselor find out what^s available in 
career information? How can this material 
be organized and integrated into the 
curriculum of the high school? 

What has been needed is a model that can 
bring together all the tools, techniques, 
and resources of career counseling — a place 
where these resources can be sampled, 
studied, compared, and evaluated — a place 
where tomorrow's educators can learn how to 
put these tools to work. • • 

...for the real pioneers of tomorrow's 
world, the high school students of America. 

To meet this need The Model Career 
Developcnent Center at Virginia Tech was 
developed. Not only does the Center house 
a vast collection of the latest materials, 
it also stands as an example of how 
materials can be organized and effectively 
used. 

The Center is truly "state-of-the-art," 
waking full use of the most innovative 
techniques. In keeping with its role as a 
model center, it is continually being 
updated. - 
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-X 12) Satellite dish 

13) TV monitor display 

14) Man with video camera 

15) Computer, VCR & mon. , 



16) Career books & briefs 

17) Vfi career guide 

} 16) Virginia VIEW equip. 

19) VIEW microfiche 

20) VIEW material 

21) VIEW poster 

22) 1) SELF ASSESSMENT 

2) ED-OCC-INF- 

3) TAKING ACTION 

4) LIFE MANAGEMENT 

23) Station boxes 

24) Self "assessment 
station 

O 
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For example, in the not -too-distant future, 
it is entirely possible that the Model 
Career Development Center could be 
connected to other such centers around the 
state by satellite transmission, 

...inter-active videos, and laser discs. 

The use of media extends to producing 
materials, such as video in work settings, 
to be used later in the Center. 

Many career centers only use printed 
material, for example, or computers. But a 
multi-media approach covers a wide range of 
student interests and tastes. And multi- 
media enables the Center to include as much 
material as possible in all formats. 

The Center has, of course, many high- 
quality books, references, and briefs on 
career information and other topics, such 
as self-esteem and stress management. 
And it also features a guide on finding 
state career information locally. 

The core of any career development center 
is the state career information delivery 
system. 

fit Virginia Tech's Model Career Development 
Center, this system is Virginia VIEW. 

Virginia VIEW consists of print material, 
microfiche, a computer-directed career 
search, college search, 

...and a toll-free career information 
hotline. 

The Model Career Development Center is 
organized physically and conceptually 
around Virginia VIEW into four stations, 
oach of which covers a major topic in 
career and life planning. 

Each station is an exploration process 
divided into steps. These steps feature 
questionnaires or handouts that lead the 
user progressively, at the user's own pace. 
If necessary, the user can backtrack and 
re-evaluate previous steps. 
As one example, the first station, Self- 
Assessment, helps the user learn about 
personal traits. Self -assessment is as old 
as Socrates, of course. 

31 
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^ 25) User at table doing 
^ self**as8Gssment 



26) INTERESTS, VALUES, 
SKILLS 



It^s an important first step in career 
guidance * because people starting out on 
careers need to understand how traits and 
skills fit into the job market. 

This first station is divided into three 
areas, interests, values, and skills. Each 
of these areas is further subdivided. For 
example. 



27) Self-assessment form 



•••skills identification is one of the mos< 
crucial areas of self -assessment, and one 
of the most difficult to evaluate, so the 
skills area has four steps or boxes. 



28) Counselor with assess— 
ment materials cabinet 



Even though this is a self-paced process, 
some of the assessment materials should be 
administered at the discretion cf the 
counselor, so they are kept in a separate 
cabinet. 



29) Other Station 



) 30) Computerv tapes, books 



21) Srad student class 



22) Grad student pair 



In a similar fashion, each of the other 
three stations is organized into topical 
areas with quest ionnairs, handouts, and 
related resources. 

In addition to the guides and question- 
naires, each station has the latest topical 
information arranged for easy reference and 
use— pamphlets, books, computer programs, 
videos, microfiche, and slide-tapes. 

The Model Career Development Center is 
special in another way: it's used in 
Virginia Tech's professional educator 
program to train graduate students in the 
career development process^ 

They use the Center the same way as would 
secondary students, either in group 
counseling sessions, or by the individual 
alone in a self-paced personal experience. 
And these graduate students also provide 
valuable feedback on the effectiveness of 
the Center. 



23) Srad students orients 



The user is first given an orientation to 
Virginia VIEW. After following its step- 
by-step procedures, the user can extend the 
career search to the four stations located 
around the room. 
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34) Grad student using 
MCDC 



35) Career center in a 
secondary school 



36) Administrators in 
consultation 



37) COMPETENCIES 

FOR PRE-SERVICE 
TRAINING 



38) COMPETENCIES FOR 

* Administrators 

* Teachers 

* Counselors 



By going through the steps in the four 
stations the user gets a good feel for the 
career exploration process that would be 
provided to secondary school students. 
This is all well and good for a model 
center9 but what kind of center can you set 
up in your own school? 

To function effectively^ a Career 
Development Center needs ample »pace in a 
good location. It may be necessary for the 
Center to share space in the library, a 
media center, a conference room, or similar 
space. 

But before you can find the space, there 
must be involvement. The best Career 
Development Centers are those which involve 
adminstrators and teachers, as well as 
counselors. These professionals share a 
deep concern about the ultimate needs of 
students as people, citizens, and workers. 

Thus to organize and manage a Center, 
competencies needed by these educators 
have been developed as part of their pre- 
service training at the Model Career 
Deve 1 opment Cent er . 

The first five competencies identified 
involve administrators, teachers, and 
counselors. 



39) COMPETENCY 1 
CGraphic3 



40) CDC in secondary 
school 



41) COMPETENCY 2 



42) Students reviewing 
career material 



The first competency stresses the role of 
the center as a source of material and 
information for student exploration and 
planning. 

We believe that establishing a career 
development center is the first important 
step because it is the logical place to 
bring together all the many resources. 

The second stresses the process of life 
career planning, and that such planning is 
a major focus of secondary education. 

Students are at a point in their lives 
where they will make decisions with long- 
lasting effects. Getting a good start in 
decision-making here gives the student 
confidence and a sense of possibilities. 
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> 43) COMPETENCY 3 



Knowing how to beat the bushes in search of 
the latest career information is how the 
mastery of the third competency is 
demonstrated. 



-^4) Army recruiter and 
student 



45) COMPETENCY 4 



4£) Handicapped student 
using CDC 



47) COMPETENCY 5 



i 4B) Counselor in classroom 



Finding such material is often a matter of 
tapping local sources, ssuch as military 
recruiters, and then extending the search 
to regional and national sources. 

Career planning is vital for all students. 
Seeing to it that appropriate career 
information is made available to all 
students is the theme of the fourth 
competency. 

At all levels of the educational process, 
each student needs the best advice that 
career planning can offer. The range of 
careers is so vast that there is something 
of lasting value for everyone. 

Getting the word on career planning into 
the classroom is the essence of the fifth 
competency. 

For many students, a classroom session may 
be the first occasion where they are 
presented the concepts of life and career 
planning. Attracting their attention 
outside the Career Center may encourage 
them to see what's inside. 



49) SEVEN COMPETENCIES 



50) COMPETENCY 6 



51) Career-Life Rainbow 



52) COMPETENCY 7 



53) Counselor & students 



For those in the front lines, the 
counselors who work with students, there 
are sev^n more competencies. 

Using the theories and techniques of the 
career development process is the 
foundation of the sixth competency. 

The application of theory is what makes the 
career development process work. Not only 
that, theory and technique are particularly 
important in assisting students with 
decision-making ski lis. 

The seventh competency stresses becoming 
familiar with the many resources and 
delivery modes available. 

Getting the message to students by using 
delivery systems with broad appeal 
encourages them to experiment, to try 
ideas on for size, to find the method that 
works best for them. 



esq 
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54) COMPETENCY 8 



55) Counselor, teacher, 

& principal consulting 



56) COMPETENCY 9 



57) Counselor & student 
discussing assessment 



58) COMPETENCY 10 



59) Counselor, student, 
parent 



60) COMPETENCY 11 



61) Rolodex 



62) COMPETENCY 12 



63) Counselor reviewing 
'.tiaterials 



Student in career 
center 



65) Student in career 
center 
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The eighth competency involves consultation 
with teachers and administrators to 
develop. • • 

•••the strongest possible career program 
for the school and districts With the 
sense of direction that career development 
can give students, educators are better 
able to show the efficacy of education 
overalls 

Using appropriate counseling skills and 
assessment instruments with each studenjt is 
the core of the ninth competency. 

Good assessment techniques give 
students confidence that there really is 
somet h ing to this cornp 1 i cat ed process. 

Competency 10 extends the assessment 
process to teachers and parents. 

Parents, too, need reassurance that career 
and life counseling are effective methods 
for getting their children started on the 
road to independent, useful lives. 

WeWe shown you the set up of the Model 
Career Development Center, but... 

...there is more than one way to approach 
organization. You are encouraged to 
exercise your imagination to devise an 
installation that works for you and your 
school. 

Once you do have a center of your own, 
keeping it fresh and up-to-date ensures... 

...that your center offers users the latest 
and the best in career materials. 

CMusical bridgel 

. 

The Career Development Center is more than 
Just another place where books and tapes 
and microfiche are stored. It»s more than 
Just another place where young people take 
tests. 

It»s a place where they can come again and 
again to think and plan and dream about 
their futures. It»B the place where — 
perhaps for the first time — they will get a 
glimpse into the adult world they will 
inherit. ^ 

Jo 
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^ 66) Center 



The Career Development Center brings to 
focus all the efforts of administrators, 
teachers, and counselors. So it^s 
important for educators to understand the 
many aspects of career-life counseling, 
9elf-assessmf;nt, educat ional-occupat ional 
informat ion, decision-making, life 
management, and how the information 
provided can "come alive" for students. 



67) MCDC with grad 
st udent s 



The goal of the Model Career Development 
Center at Virginia Tech is to devise the 
best means possible to make career 
development a vital part of secondary 
education, and to pass that knowledge on 
the professional educators of tomorrow, 
hope that it will truly serve as a model 
for secondary schools everywhere. 
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We 



68) -70) Montage of 
career centers 



Schools like these... CMusic3 



71) UCOB exterior 



If you would like to learn more, stop by 
and visit the Model Career Development 
Center, Just off the Virginia Tech 
campus, in Blacksburg, Virginia. 



7£) Prof. McDaniels 



Or contact Carl McDaniels. 



73) Starter info, kit 
Cgraphic3 



Even if you can't visit we have a free 
information kit for you. It includes 
techniques for promoting a center in a 
typical school system, sources of career 
information, how to set up a facility^ and 
how to get started working with students on 
planning their careers. 



74) Production credit 

75) Tech & AEL credit 



CMusic up] 
CMusic up & out3 
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EDUCATION FOR CAREER DEVELOPMENT PROJECT 



Carl McDaniels, Project Co-Director 
Virginia Tech 
Blacksburg, VA 2A061 



David W. Winefordner, Project Co-Director 
Appalachia Educational Laboratory 
Charleston, WV 25325 



The goal of the Education for Can:er Development Project (ECD) 
is to improve the use of career information and guidance re- 
sources in secondary schools* 



Over the past decade and a halfi major efforts have been made to 
improve career guidance services and programs in our nation* s schools 
through R&D initiatives at the federal and state levels* These efforts 
primarily focused upon implementation at the local level requiring massive 
in-service programs. This approach involved counselors with limited skills 
in working with instructional staff, curriculum supervisors with little or 
no background in career development theory or practice, and administrators 
faced with a multitude of other issues such as school reform and 
improvement* 

r 

The ECD Project is a three year cooperative effort between Virginia 
Tech and the Appalachia Educational Laboratory (AEL) to develop and test a 
new strategy for informing prospective teachers, administrators, and 
counselors about the career guidance needs of secondary school students and 
the available materials for assisting these students with career 
exploration, decision making, and educational planning* 

ECD Project objectives and activities include those designed to: 

• help educators in training develop an understanding of the vital 
importance of the use of career information and guidance resources as part 
of the school *s instructional and career guidance program efforts* 

• help administrators develop a commitment to their administrative 
leadership role, and to become knowledgeable about the critical need for 
the availability of career information and guidance resources, and the 
roles of teachers and counselors in using these resources* 

© provide teachers with understandings and skills for infusing career 
information into subject matter and instructional activities* 

• provide counselors in training with coordinated experiences in 
working with prospective teachers and administrators* These experiences 
will focus on the importance of infusing career information and selected 
guidance activities into the curriculum* 

• communicate information about the project to other universities and 
states* 
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The project has two major phases* The first phase is completed and 
involved setting up a model career development center* The center houses 
the latest career information resources, along with exemplary systems for 
organizing, managing, and accessing information* In addition to serving as 
a model center for use by the College of Education, it will serve as a 
model for state and regional high schools* 

The second phase involves acquainting counselors, teachers, and 

administrators with the center and the resources* The activities will also 

assist them in developing vital competencies needed to effectively assume 

their role in establishing, operating, and maintaining a center in a 
secondary school setting* 

March. 1988 3 ^ 



EDUCMION FOR CAREER DEVELOPMENT PROJECT 
Compe :encies 



For Central School Administrators, Principals, Teachers, axxd Counselors 

!• Understanding of the Career Development Center (CDC) as a source of 
materials and information for career planning* 

2. Understanding the process of career development and the role and 
importance of career information and planning within secondary 
educ^.tion« 

3« Awareness of the sources of career information* including major 

career information delivery systems* and how these resources may be 
used in an effective way with students. 

4. Awareness that secondary school career development programs must be 
equally available to all students; appropriate to their age and 
development; and unbiased in regards to race, sex, religion, 
socioecomonic status or handicap* 

5« Awareness of specific career information and planning resources 
within the CDC and their potential for infusion into the classroom 
curriculum. 



For Counselors 

6. Demonstrate an understanding of how specific career development 

theories and techniques can be related to the development of student 
skills such as decision-making. 

7« Demonstrate an understanding of the various delivery modes for career 
information resources appropriate to differing client populations. 

8. Demonstrate consultation skills needed to aid principals and teachers 
in implementing specific career development programs for students. 

9. Demonstrate counseling skills^ including use of assessment instru** 
ments, to aid students in development of self*-understanding in 
relation to their career planning. 

10. Demonstrate communication skills in interpreting assessment results 
to students, teachers, and parents and in explaining how the results 
relate t/ students* career development. 

11. Demonstrate an understanding of CDC organization and management 
techniques, including materials updating* accessing strategies, and 
security measures. 

12. Demonstrate an understanding of the evaluation of a CDC, including 
the process for evaluating career information materials to insure 
that they are current, complete, and unbiased. 
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Accessing Career Information 
Model Career Development Center 
Virginia Tech 



The Virginia Tech model Career Development Center consists 
of four stations: 1. Self-Assessment, 2. Educational 
Occupational Information, 3. Taking Action, and 4. Life 
Management. Stations are placed in a circular fashion against 
all of the four walls in the center. 

In addition to the stations, there is a "Special Topics- 
bookshelf containing books and manuals for career guidance 
counselors. Topics include Group Guidance . Current 
Psychotherapies, Consultation, and Counselor Supervision. 



S ELF-ASSESSMENT 

The first station, SELF-ASSESSMENT , is located to your left 
as you enter and consists of tools for better understanding 
oneself, you will find an activities checklist, a work values 
inventory, a skills checklist, an aptitude checklist, and a work 
environment checklist. Checklists and inventories are green. 
Books on planning careers such as The Career Game . The Job 
Qh^BBlf and Self-Motivated Career Planning are also included. 



EDUCATIONAL-OCCOP AT I ON AL I NFORMAT I ON 

Continuing around the center to the second station, 
EDUCATIONAL-OCCUPATIONAL INFORMATTHM . you will find such resource 
materials as the Worker Trait Keysort Deck, the AEL Career 
Information system Guide, and the video Career Library, you will 
also find the Encyclopedia of Careers , college guides, and books 
on specific careers such as accounting and nursing. This station 
is divided into two sections: EDUCATIONAL INFORMATION and 
OCCUPATIONAL INFORMATION. 
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EDUCATIONAL INFORMATION 

A partial listing of the books in this section are: 
American Trade School s Directory . The College Blue Book (16th and 
18th edition), SAT Success for Micros . Directory of Special 
programs for Minori ty Group Members . Four-Year College Data Book . 
Guide to Law Schools. Getting into Medical School , Guide to Tv;o- 
Year Colleges, Student Aid Manual , College Money Handbook , and 
Guide t o Colleges for Learning Disabled Students . 

The worker Trait Group Keysort Deck for the AEL Career 
Decision-Making Program is also included in this section. 



OCCUPATIONAL INFORMATION 

In the OCCUPATIONAL INFORMATION section are occupational 
guides, such as: The Outdoor Careers Guide . Military Career 
Guide, The High- Tech Career Book . Guide to Federal Jobs . The 
Encyclopedia of Careers, and informational books on specific 
careers such as nursing, engineering, and recreation and leisure 
time careers. 

Here you will also find general information books, such as 
Dream Jobs, Planning Your Career of Tomorrow . Blue Collar Women . 
The Job Belt, and The Promise and the Power . 

The Richard Bolles book. The Three Boxes of Life , an 
introduction to life/work planning is featured in this section. 
In addition, there is a two-part 1987 video tape, "where the Jobs 
Are," as well as a Video Career Library that includes tapes on 
careers in the repair field, in construction, in transportation, 
in the sciences, in education, in medical and allied health 
fields, and in the literary and performing arts. 

The AEL Career Information System Guide with video 
instructions and career information is also in this section. 
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Handouts in this section, which are blue, include 
information on understanding the work environment, sources of 
information for reaching goals, an aptitude checklist, and career 
planning and development information. A Handbook for F.^p inrir^n 
Career Areas , also in this section, offers helpful insights. 

The Virginia VIEW Career Information Delivery System is 
located nearby, a microfiche reader, computers, and printers are 
available to use with Virginia VIEW. 

on a bookshelf next to the Virginia VIEW microfiche reader, 
you will find the Dictionary of Occupational t.-m»c, the 
occupational Outlook Handbook , the Worker Trait Group r^n.-Ho and 
booklets describing specific careers. 

All of these books and materials are designed to provide 
information to make informed career decisions. Each source 
provides different kinds of information about an occupation. The 
materials may be used individually or in any combination. 

For example, if you are undecided about an occupational 
choice, you could start by answering the questions about your 
interests and preferences on the Work Activities Checklist. You 
may then use your checklist with the Worker Trait Group Keysort 
Deck to help you narrow your career choices. 

Similarly, the Virginia VIEW Career Search will provide you 
with a computer printout listing of occupations based on the 
variables you selected. 

CHOICES is another computerized career information 
decision-making system which contains national information and 
the Chronicle Occupational Library is an information filing ' 
system organized by the Dictionary of Onnupational t.'m.. ^odes. 
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TAKING ACTTQ ^J 

The third station, TAKING ACtiqm. is located on the oooosite 
wall from station two and completes the career decision-making 
process through practical application. For this section you will 
find various resources for the job search and resume writing in 
addition to hand-outs on career development goals, strategies 
and making a plan of action. Hand-outs in this section are gold. 

LIFE MANAGEMENT 

The fourth and final station, LIFE MANAGEMENT . which brings 
one full circle around the center, addresses a number of issues 
relevant to life today. Topics range from effective time 
management, coping with family violence, grief, self esteem, and 
parenting. Topics of hand-outs, which are yellow, include how to 
stop smoking, alcoholi.sm, relationships, use of productive 
leisure, and learning disabilities. 



THE CAREER DEVELOPMENT PROJECT 

The Education for Career Development Project (ecd) is a 
cooperative effort between Virginia Tech and the Appalachian 
Educational Laboratory (ael) to develop and test a new strategy 
for informing teachers, administrators, and counselors about 
career guidance needs of secondary school students and the 
materials available to assist students in career exploration, 
decision making, and educational planning. 

If you have questions about using any of the career 
information resources or if you would like to discuss your career 
plans with a counselor, please see the secretary to make an 
appointment or call Ann Puryear at 5106. 
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MULTI-MEDIA SYSTEMS OPTIONS 
FOR A CAREER DEVELOPMENT CENTER 



First Hand Observarion 



- Long-Term, Part-Time Work 

- Short-Term, Part-Time Work 

- Summer Full-Time/Part-Time Work 

- Summer School Work/Learning Programs 



- Leisure Activities 

- Volunteering/Active Participation 

- Work Study 

- Cooperative Work Program 

- Shadowing Experience 

- Career Visits - Short and Long Term 

- Role Models • On The Job/In School 

- Personal Structured Contacts 

2. Film and Television - Action Picture and Sound 

- 8 mm Films - Locally Produced 

- 16 mm Films - Locally Produced 

- Commercial Films (mostly 16 nim) 

- video Tape - Commercial and Locally Produced 

- Television - Commercial 

- Television - PBS 

3, Still Pictures and Sound 

- Silent Film Strip 

- Sound Film Strip 

- Slides and Tape 

- Slides 

- Transparencies with Script 

- Transparencies with Tape 

- Tapes or Records 

- Radio - Commercial 

- Radio - National Public Radio (NPR) 

Source: McDaniels, C. (1987). Career Information. In C. Humes 
(Ed.), Contemporary Counseling (pp. 137-138). Muncie, IN: 
Accelerated Development Publishers. 
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MULTI-MEDIA SYSTEMS OPTIONS FOR A CAREER DEVELOPMENT CENTER 



4. Large visuals 

- Posters - Content 

- Posters - Pictures 

- Charts - Content 

- Charts or Posters with Tape 

- Bulletin Boards 

- Posters - Planned ~ Created ~ National Career Guidance Week 
(November each year) 

5. Print 

- Books - Paperback/Hardcover 

- Magazines - Commercial/Specialized 

- Work Books 

- Comics 

- Newspapers - Career Tabloids 

- columns 

- Brochures 

- Monographs 

- Briefs 

6. Automated or Semi-Automated Systems 

- McKee Sort - Chronical Guidance Publication - College View 

- Micro Fiche - Virginia VIEW/State Career Information 
Delivery System 

- Main Frame - Computer Assisted - GIS/CHOICES/Discovery/SIGI 

- Microcomputer - Virginia VIEW Interactive VIEW/State Career 
Information Delivery System 

?• Miscellaneous 

- Games - Careers/What Shall I BE 

- Simulation - SRA - Hands on Kits 

8. Others - Laser Disc Technology 
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HOW TO OBTAIN THE VIRGINIA TECH/AEL 
MODEL CAREER DEVELOPMENT CENTER 
SLIDE TAPE PRESENTATION 



The slide tape^ which explains in words and pictures the 
essence of a state of the art career development center^ is 
available to you for viewing free of charge for one week only . 

To obtain the slide tape for presentation to administrators, 
teachers/counselors, and others, simply complete the information 
at the bottom of this page and return to: Carl McDaniels, 
207 UCOB, Virginia Tech, Blacksburg, VA 24061. 

Equipment needed: carousel slide projector and tape 

recorder, synchronized or unsynchronized 

Length of Presentation: approximately 12 minutes 



Please send the slide tape of the Virginia Tech/AEL Model 
Career Development Center to: 

Date tape requested: 

First Choice: 



(Name) 



(Title) 



Second Choice: 



(Address) 



(Address) 



I understand that there is no charge for the slide tape, i 
agree to return the slide tape at my expense no later than one 
week from date of receipt. 



Signature 



Date 



RETURN COMPLETED FORM TO: 



Fall, 1988 



Carl McDaniels 
Counselor Education 
205 UCOB 
Virginia Tech 
Blacksburg, VA 24061 
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ORGANIZING AND MANAGING OCCUPATIONAL INFORMATIOi; 



A review of the literature on occupational inf orination 
reveals that authors are in agreement on the criticality of or- 
ganizing, managing, and accessing occupational and career infor- 
mation. 

Occupational information is very specific covering topics 
such as job duties, skills needed, as well as preparation and 
training required for a specific occupation. Career inforr.ation 
Is broader and includes such topics as goal setting, values 
clarification, self-assessment, decision-making, and career plan- 
ning • 

At this point in time, there seems to be an abundance o^ 
career and occupational information. However, these materials 
need to be organized so users will get the most out of their 
career exploration experiences. 

Occupational information resources range from briefs and 
pamphlets to computer software. For effective use and retrieval 
of these resources, there needs to be a workable system of 
filing, displaying, and indexing the occupational information. 
Loose-leaf materials such as occupational briefs and pamphlets 
may be stored in file drawers, plastic bins, boxes, or open 
files. Other types of materials such as bound books and 
audiovisuals may be displayed on bookshelves or filed in audio- 
visual racks or cabinets. Storage boxes for computer software 
should also be readily accessible. 



These materials also need to be organized so that all 
resources relevant to each occupation can be easily identified* 
The organizational structure used should facilitate locating 
materials on some other basis than occupational titles used on 
the material • Different sources of information may use different 
titles for the same occupation* Therefore, a structure such as 
the Dictiona ry of Occupational Titles (DOT) should be used that 
has main titles and links other alternate titles to them. This 
reference is the most comprehensive and widely used source of oc- 
cupational information available • 



Filing Occupational Information 



When choosing a filing system there are a few points to consider. 
These are: 

1. The system should be easily accessible to the users and 
sir.ple enough for a person to find information with little or 
no assistance. 

2. The system should allow for expansion and be easy for staff 
to maintain and keep up-to-date. 

3. The system, should be based primarily upon the needs of the 
students but should consider the needs of the counselor, 
librarian, and media center director. 

4. The system should be tied to the school's career guidance 
activities . 

5. The grouping structure used should be such that occupations 
are assigned to only one group. 

6. The system needs to be open-ended so other resources such as 
the Occupational Outlook Handbook (QQH) . Encyclopedia 

of Careers (EOC) , and state career information isystems can be 
filed or indexed into it. 




Occupational information is either filed alphabetically by 
title or by some occupational grouping structure. 

Alphabetical 

If materials are arranged by DOT titles they should be al- 
phabetized by considering all occupations with two words as one 
word. For example, in the DOT, the title "Producer" would be 
filed before the title "Produce Weigher." The following is an 
example of a file with dividers arranged in alphabetical order • 







B 




C 




A 



















The probleir. with using an alphabetical systeri is keeping the 
materials in order behind each of the letter dividers. Also, the 
file d:.visions have no special meani'^g and do not provide access 
to ccTiimon groups of occupations. Although used in some schools, 
the cilphabetical systeni is not recomir.ended. 

Occupational Grouping Struct ire 

In selecting an occupational grouping structure to be used 
as a filing system, consideration sshould be given to the ctruc- 
ture used in the school's career guidance materials. If 
that grouping structure is not used then the filing system should 
be cross indexed. 



The two most common occupational grouping structures used as 



Labor — the Occupational Group Arrangement (OGA) and the Career 
Area/Worker Trait Group Arrangement. 

^" the Dictionary of Occ upational Titles (DOT) , occupations 
are arranged by the nine-digit DOT code. Each DOT main occupa- 
tional title has been assigned a nine-digit code and should be 
^ used on the occupational information source regardless of the 
filing system. The code is divided into three sections. The 
first three digits are the Occupational Group Arrangement (OGA) 
code and identifies the broad category, division, and group to 
which an occupation belongs. The second three digits are the 
Data-Psople-Things code and represents the highest level of in- 
volvement that an occupation has with each of the basic elements 
of work - da-a, people, and things. The last three digits have 
r.o special meaning, but provide a unique code for each occupa- 
tion, primarily for use in computer and other systems of occupa- 
tional information. 



filing systems are structures developed by the Department of 



EXAMPLE 
NINE-DIGIT DOT CODE 




022.061-010 



OGA 



DPT Sequence No. 



4 
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The first three digits identify a particular occupational group. 
All occupations are clustered into one of nine broad categories 
(first digit) — these are: 
0/1 Professional, Technical, and Managerial 

2 Clerical and Sales 

3 Service 

4 Agricultural, Fishery, Forestry, and Related 

5 Processing 

6 Machine Trades 

7 Bench Work 

8 Structural Work 

9 Miscellaneous 

These categories are divided into 82 occupationally specifi 
••divisions" (first two digits), and the divisions are further 
divided into 559 sr:iall, homogeneous "groups" (first three 
digits) . 

The nine 'digit code must be recorded on each piece of 
material and placed in a folder with the same OGA code. The 
folders are filed in numerical order. Only the nine categories 
and 82 divisions are used for filing unless it is a very large 
system of resources. The OGA filing system groups related 
occupations together representing the work performed; machines 
tools, equipment used; materials processved, products made, 
subject matter dealt with, or services rendered, 
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Below is an example of a filing system arranged by the OGA 
structure. 





05 


1 04 
I 





02 



00/01 



0/1 



Career Area/Worker Trait Group Structure 

This filing system is based upon the 12 Career Areas and 66 
Worker Trait Groups from the Guide for Occupational Exploratio n 
(GOE) . The 12 Career Areas are: 



01 Artistic 07 Business Detail 

02 Scientific 08 Persuasive 

03 Nature 09 Accommodating 

04 Authority 10 Humanitarian 

05 Mechanical 11 Social/Business 

C6 Industrial 12 Physical Performing 



All resources that can be linked with occupations or with 
Worker Trait Groups are processed into the system by using a 
standard method of classifying occupational titles, according to 
their appropriate Career Area/Worker Trait Group and by filing or 
indexing the resources, ' 

The vertical file is prepared by making dividers with the 
Career Area codes and the Worker Trait Group codes. As materials 



are processed into the syster., they are filed behind the 
appropriate dividers. 

Below is an example of a filing syster. representing the 
Career Area/Worker Trait Group structure. 







OX.O^ 




01.03 




01.02 






01.01 





OX 



Other Fi l i nc: Systen\ Structures 

The following is a brief descriptioii of eight other syster.s 
that have been used to a lesser extent lor organizing career 
information resources. 



TJSOE Fifteen Occupational Clusters . The U*S* Office of Education 
Career Clusters is a method of categori:zation more suitable for 
elementary, middle school, and junior high schools. This systenv 
clusters occupations by work environment. The Career Clusters 
present some difficulties in placing specific occupational 
titles, but the probleiA of a job's title appaaring in more than 
one cluster can be solved through prisnary and secondary 
assignments^. 

Bennett Occup£^>ions Filing Plan and Bibliography . An alphabetic 
filing plan in which the subject headings are adapted from the 
Dictionary of Occupational Titles (DOT) , but the DOT code numbers 
are not used. Plan includes a set of prepriiited tabs for file 
folders and instructions for setting up the syst.^m. All types of 
career materials can be catalogued and filed under this system. 

Ann Roe's Two-Dimensioral Occupational Classification SchCine 
(1956). Occupational titles are categorized on one level 
according to the kinds of activities workers engage in; and jobs 
that share common factors are clustered. A second dimension ij5 

P. 
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job stratification according to level of responsibility, skills, 
or capabilities required. 

The basic two-dimensional system was expanded by Roe and 
Kloss (1972) to include two additional factors that further 
clarify the nature of contrasting occupational clusters. Factor 
QI separates interpersonal relations, or working with people, and 
natural phenomena-oriented occupations. Factor II specifies 
orientation to purposeful communication or resourceful utiliza- 
tion. With the field and level dimensions of the original systen* 
superimposed on the axes created by Factors I and II, the Roe and 
Kloss system illustrates the degree to which various occupations 
involve contact with people and the natural sciences, and the 
type and degree of communication and organization skills they 
require. 

Academic Subject Classification . Occupational materials can be 
filed according to school subject areas to which they prin:arily 
relate. The appropriate occupations related to each subject are 
organized alphabetically under the subject heading. Students can 
easily identify with the academic areas and see what occupations 
are associated with different areas. On the other hand, exten- 
sive cross reference is needed since an occupation can pertain to 
more than one acadeniic area. 

Census Classification of Occupations and Industries . Provides an 
alphabetic and classified index covering several thousands 
titles, which are classified in occupational and industrial 
categories. This syster. has been largely abandoned as a basis 
for occupational filing systems since the publication of the Dic- 
tionary of Occupational Titles . 

Fields of Interest or Other Personal Traits . Filed by categories 
of interests or traits as measured by various instruments or 
structures of the world work used in publications. For ex- 
aiTiple, .T.aterials can be filed as they relate to an interest 
inventory such as the 23 OVIS scales or filed by the Holland 
codes which relate to personality types. 

Dewey Decimal System . A modification of the Dewey Decimal Syster. 
can be used as a filing system. This type of system is one which 
most people are somewhat familiar with. 

Library of Congress Classification System . A library class- 
ification using the letters of the alphabet plus numbers for its 
notation. 
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Indexing 

As occupational information resources are entered into a 
filing system, an index card file should be developed for each 
title. This is necessary in order to identify what resources are 
available and their location. The cards can be stored in a 
library file drawer or on a Rolodex. 

It is recommended that the DOT main title be used and a 
cross reference card be developed for alternate titles. This 
provides a systematic use of the system and related occupations 
will not be overlooked. 

The card should contain group code numbers, titles, or other 
specific information related to the grouping structure used. In 
addition, it should contain a reference to all of the resources 
available that are related to the occupation. Below is an 
example of a file card used by Wytheville Community College, 
Wytheville , Virginia . 



DOT Hain Title Cerd 



01.0? 



AREA WlCf 



DOT MAI^ TITLE 

DOT CODE 1^? nfinftlR ALTERNATE FilE CODE' 

unntnr QQH . <^ . EO'C 

i:OPPLEMENTARY COOES- 



ViEPERENCES PliunAA^ ] UX£V^^' Atl^ 
EXKRlENCE RESOURCES. „V'6j f.Cj FT 



ItiM NO 



Ou 



DOT f4ain Title Card 



\ 



Kote that some resources are referenced by a code such as 
Work Experience (WE) , Career Club (CC) , and Field Trip (FT) • 
Students see a counselor for information on these resources and 
to schedule the activities. In addition, cards contain 
inforir.ation on bound references such as the Occupational Outlook 
Handbook (OOK) as well as corPiputerized systenis. However, only 
one card per title should appear in the card file. 



Managing Occupational Information 

The effort needed to maintain a career resource center can 
be reduced if maintenance procedures are established. Files and 
itaterials that are organized and easily accessible encourage use. 
However, users are discouraged when information is missing or out 
of place. Time should be set aside periodically to check the 
system for outdated materials and determine what should be 
discarded and replaced. 

For outdated materials, the standard rule is to discard 
those materials which are five years old or older. Some 
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materials may be out~of-6ate sooner, or may have relevance for a 
longer period than five years. Therefore r discretion should be 
tised in applying this rule. When materials over five years old 
are retained, mark their covers with the statement: "CAUTION - 
MAY CONTAIN OUT~OF-DATE INFORMATION." System users should be 
informed that specific information contained in these materials 
such as salaries and job outlook, should be viewed critically. 

Outdated materials can be identified by publication or 
copyright dates and marked or pulled from the system. Materials 
should be checked to determine what is to be discarded and 
reordered. This "weeding" process may not be necessary for 
certain materials, such as commercially published briefs, when 
a subscription service has been acquired. A commercial 
subscription service replaces briefs periodically to keep ther. 
up-to-date. Or, replacement materials can be acquired by 
checking with the publisher to see if the material has been 
revised. Discarded materials on an occupation should be replaced 
or publicaricns frorr. other sources which cover the same 
occupational title should be obtained. 

Free materials for updating the system may be obtained from 
such sources as government agencies and professional 
organizations. Caution should be used in selecting free materials 
as they may represent biased concepts or recruitment literature. 

Occasionally, materials in the system may be misfiled or 
lost. To insure that materials are filed in the correct 
divisions a periodic check should be made by scanning the files 



weekly or monthly, depending on how frequently the file is used. 

Materials should not be kept out of the system for an 
extended length of time. Refiling should occur as soon as 
posrible by assigned personnel. 

If materials are used outside the Career Resource Center or 
for a prolonged period of time, then a sign-out sheet should be 
used and a return area determined. The sign-out sheet should be 
-a simple form containing spaces for the student's name, title of 
the material, and dates checked out and in. 



Division of Career Guidance 
Appalachia Educational Laboratory, Inc. 
P.O. Box 1348 

Charleston, Vest Virginia 25325 



Septexober 1988 
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Systems for Organizing Resources 



Bennett Occupations Filing Plan^nd Bibliography: The organixational 
scheme for this system is based on the f ield-of-work coding from the 
Dictionary of Occupational Titles , Plan includes a set of preprinted tabs 
for file folders and instructions for setting up the system. All types of 
career materials can be catalogued and filed under this system. 

Ann IRoe^s Two-Dimensional Occupational ClaSbification Scheme , (1956) 
Occupational titles are categorized on one level according to the kinds of 
activities vorkers engage in; and jobs that share common factors are 
clustered. A second dimension is job stratification according to level of 
responsibility, skills, or capabilities required. 

(1972) The basic two-dimensional system was expanded by Roe and Kloss to 
include two additional factors that further clarify the nature of 
contrasting occupational clusters. Factor I separates interpersonal 
relations, or working with people, and natural phenoirana-oriented 
occupations* Factor II specifies orientation to purposeful ccJmmunication 
or resourceful utilization. With the field and level dimensions of the 
original system superimposed on the axes created by Factors I and II, the 
Roe and Kloss system illustrates the degree to which various occupations 
involve contact with people and the natural sciences, and the type and 
degree of communication and organization skills they require. 

TJSOE Fifteen Occupational Clusters . The U.S. Office of Education Career 
Clusters is a method of categorization suitable for elementary, middle 
school, and junior high school career resource centers. This system 
clusters related occupations together. The Career Clusters present some 
difficulties in placing specific occupational titles, but the problem of a 
job's title appearing in more than one cluster can be solved through strict 
adherence to the distribution of occupations within each cluster. 

Academic Subject Classification ; Occupational materials can be filed 
according to school subject areas to which they relate. The appropriate 
occupations related to each subject are organized alphabetically under the 
subject heading. Students can easily identify with the academic areas and 
see what occupations are associated with different areas. On the other 
hand, extensive cross reference is needed since one occupation can pertain 
to iBofe than one academic area. 

Dewey Decimal System : A modification of the Dewey Decimal System can be 
used as a filing system. This type of system is one wh:ch most people are 
somewhat familiar with and can easily use. However, in order to implement 
the system, one needs to know how to set-up the Dewey Decimal System. 

SRA Career Information Kit Filing Plan : This plan is based upon the 
arrangement of titles found in the Dictionary of Occupational Titles . 
Unbound materials are filed in 174 folders. There are nine folders for the 
major occupational groups. There arc folders for sub-divisions of specific 
occupations. 
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Chronicle Plan : This plan is based upo-i the arrangement of titles by codes 
found in the Dictionary of Occupational Titles and are arranged in 10 major 
headings and subdivided into occupational fields. 

AEL^s Career Information System : This system uses the Dictionary of 
Occupational Titles main titles and codes materials to the appropriate 
Career Area/Worker Trait Group numbers. All occupational information is 
either filed or indexed into the system by Worker Trait Group numbers. 
Omnibus materials are assigned to the appropriate Career Areas and filed or 
indexed by Career Area numbers. 

DOT Occupational Titles Classification : The DOT coding system is a basis 
for a filing option. The occupational materials are filed according to the 
classifications with the Dictionary of Occupational Titles . Through this 
system all related occupations are placed together. 

Census Classification of Occupations and Industries : Provides an 
alphabetic and a classified index covering several thousands titles » which 
are classified in occupational and industrial categories. This system has 
been largely abandoned as a basis for occupational filing systems since the 
publication of the Dictionary of Occupational Titles . 

Alphabetical : Information is filed alphabetically by the name of the 
occupation. 

yields of Interest or Other Personal Traits : Filed by categories of 
interests or traits as measured by various instruments or structures of the 
world of work used in publications. 

School Subiects : Same as Academic Subject Classification. 

Stations by Categories : Numerical or alphabetical designations are used to 
denote each station. 

Self-Awareness Materials — information designed to assist individual in 
gaining a better understanding of themselves is located at this 
station. 

College and University Information—resources at this station provide 
descriptions of colleges and universities throughout the nation. 

Career Games — this station contains career games* kits* etc., to 
provide experiences in decision-Tnaking, values clarification, 
occupational exploration, career planning, and selection. 

State Occupational Information Systems — information from a state 
occupational information system is located at this station. This 
information in many instances is available on microfiche or computer. 

Local Employment Opportunities-- placement opportunities are enhanced 
by this station that identifies up-to-date job opportunities in the 
local area. 
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REFEICNCES FOR A CAREER INFORMATION HOTLINE 

Call 1-800-542-5870 Septcfrber, 1988 Virginia VIEW 

for further information 205 U. Roanoke Street 

^. . . Vfrglnia Tech 
Blacksburg, Virginia 24061-0527 

PRIMARY SOURC£S-The ones Rost used 

Billy, C. & Wells, J. (1988). Petersen's guide to lnde?3endent secondary schools 1988-1989 (9th cd.). Princeton, NJ: 
Peterson's Guides. 

Colgate, C. (Ed.). (1987). Wotional trade and professional association; of the United States . (22nd ed.). Washington, D.C.: 
Colusbia Sooks. 

The Cotleoe Blue Book . (1987). Vols. 1-5 (2Ut edO. Mevi York: Maanillen Infoneatfon. 

Croner, U.H.E. (Ed.). (1985). American trade schools directory . Queens Village, MY Croner Publications inc. 
(Monthly Update). 

^Hopke, W.E. <Ed.). (1987). Encyclooedia of Careers . (3 vols., 7th cd.). Chicago, IL; J.G. Ferguson Publishing Co. 
Index of Majors 1987-88 . (1987). (10th ed.). New York: College Entrance Excninatfon Board. 

Lehfljan, A.E. & Suber, E.A. (Eds.). (1987). Peterson's annual guide to four year colleges . 1988 (18th ed.). Princeton- NJ: 
Peterson's Guides. 

lehs»n, AiE. I Suber, E.A. (Eds.). (1^7). Peterson's annual undergraduate guide to tw> year colleges . 1988 (18th cd.). 
Princeton, NJ: Peterson's Guides. 

lehoon, A.E. I Suber, E.A. (Eds.). (1987). The 1968 college money hanctoook , (5th ed.). Princeton, NJ: Peterson's Guides. 

Lovejoy, C.E. (1988). Loveioy's college guide . (19th ed.). New York: Simon and Schuster. 

Lovejoy, C.E. (1988). loveioy's preo and private school ouide . (9th ed.). Mew York: Simon and Schuster. 

Walnig, L.R. and Malnig, A. (1984). What can I do with a ralor in Ridgefield, NJ: Abbot Press. 

Mangrum, C. & Strlchart, S. (Eds.). C1985). Peterson' s_guide to colleges with programs for learning disabled students . 
Princeton, HJ: Peterson's Guides. 

Matheson, M. (Ed.). (1987). The college handbook 1987-88 . (25th ed.). New York: College Entrance Examination Board. 

Moore, T.C. & Sacchetti, R.D. (1987). Graduate end professional programs. 1988 . Princeton, NJ: Peterson's Guides. 

Parnell, D. & Peltasip, J.w. (Eds.). (1985). American cqtmunity. technical and junior colleges . (9th cd.). New York: 
Macaillan Publishing Company. 

University Coinseling Services and Faculty. (1987). A Guide to majors and careers at Virginia lech . Blacksburg, VA: 

Virginia Tech. 

U.S. Owrtment of Defense. (1988). Military career guide, employment and training ooportmities in the military. (19>38 >89). 
Wcshtngtco, D.C.: U.S. Department of Defense. ^ 

X U.S. Oepa»nment of Labor. (1<P'»V). Dictionary of occioational titles . (4th ed.). Washington, D.C.: U.S. Goverrment 
Printing Office. 

X^'^j^^^fP^*^"^"^ <1988). Occipational outlook handboo!; f 1988-89). Wash injit on, D.C.: U.S. Goverrwent Printing 

Office* 

Virginia Occupational Information Coordinating Conmittee. (1988). Virginia VIEW (Vital Information for Education and Work). 
Microfiche, Blacksburg, VA: Virginia Tech, College of Education (producer). 

sEtomm SOURCES 

*^£^5^^?5l2?i^^*T^°" l^^^ff^* ^.^^^^? ^-^^ ^1-^ prepaid from: The American Legion, 

National Eirblem Sales, P.O. Box 1050, Indianapolis, IN 46206. 

Cassfd/, O.J. 6 Alves, M.J. (1988). The scholarship book (NSRS). Englewood Cliffs, NJ: Prentice-Hall, Inc. 

Health car ers reference manual . (1988). (8th ed.) Richmond, VA: Virginia Council on Health and Medical Care. 1989. 

HEP 87 higher education directory . (19b7). Washington, D.C.: Higher Educatioiv Publications, Inc. 

Jobst, K. (Ed.). (1986). 1987 internships . Cincinnati, OH: Writer's Digest Books. 

The Macmillan guide to correspondence study . (1988). New York: Macmillian PiLblishing Co. 

Read/, B.C. & Sacchetti, R.D. (1986). The independent i»udy catalogue . Princeton NJ: Peterson's Guides. 

The Robert Leider Series on Financial aid available from Octcmeron Associates, Inc., Alev:andria, VA. 
!• Pc»i*t mis s out: The afffeitious student's guide to scholarships and loans 1986-87 . ($2.75). 
2. ?abisch, v. A. (1985). The As end Bs. vour guide to academic scholarships 1986*87 . 
3- College Lo ans from Uncle Sam; The borrower's guide that explains all 1985*87 . ($1.50). 
^- College loans from Uncle Sam; Am L^ligible and fnr how much? 1986-87 . ($1.50)« 
5- Row we do it; Adniss ion procedures at the nation's most competitive colleges 1984 . ($1.50). 
6. gam & lea rn; Cooperative education opportunities with Uncle Sam 1986*87 . ($1.50). 

Th^fttudent ouifVw for fivA * ^ral financial aid programs (1988*89) . (Free). Call 1*800*333*4636. 



OTHER USEFUL SOURCES 



Achab£l, C.J. (Ed.). (1986). 1987 SumK^r en ptoyinent dirTtory of the United < tst^. Cfncimati, OH: Writer's Diflest Books. 

Allen, J.S. & Gorkin, j. (1985). Finding the ri ght iob at midtifp. New York: Simon & Schuster. 

Bieaeleisen, J.I. (1987). Hake your iob interview a f^ir^rAcg, New York: Simon & Schuster. 

Bloch, D.P. (1988). How to get and get ahead on your first iob . lincolnwood, 11: VGM Career Horizons. 

Block, D.A. a987). How to have a winning ?o b interview . Lincolnwood, II: V»1 Career Horizons. 

Bolles, R.N. (1987). What color i s your parachute? Berkeley, CA: Ten Speed Press. 

Brennan, l.D., GriAxsr, E.C., & Strand, S. (1987). ^sumes for better lobs . New York: Prentice Hall Press. 
Cassidy, D.J. & Alves, M.J. (1987). The scholarship book f?nd Englewood Cliffs, NJ: Prwitice Hall. 

Eisenberg,. G.G. (1986). learning vacations (5th ed.). Princeton, nJ: Peterson's Guide, 
Farrar, r.t. (1984). College 101 . Princeton, NJ: Peterson's Guides. 

""^er^oS^^s-G^id^^^' New horizons: The education and career planning guide fnr .HMtc ppinceton, NJ: 

•^^'ete^s^'S'Slli^^^^ Peterson's higher education directory 1C^. Princeton, N J: 

'"^^si^Js^G^iS^^."-'- £eterson's guide to colleges in the middle atlantic .t.t.c lOP. pp^^ceton, NJ: 

leider, R. & Leider, A. (1987). lovejoy's guide to financial niri (2nd ed.). New York: Simon & Schuster. 

Hoore, D. (1985). financial aid officers: What they do to you and for yoii > 1986-87. Alexandria, VA: Octaneron Associates, Inc 
Mmschauer, j.i. (1986). Jobs for English ir^iors und oth er snart people. Princeton, NJ: Peterson's Guides, 
♦iadler, B.J. (1986). Liberal Arts ^obs. Princeton, NJ: Peterson's Guides. 

''^^ P^ess!^^^^* C^^^^^ "^i^'-s i>nd raref^rsr A resni,rce guide for eff ^tive life pt^fr« . Garrett Park, MD: Garrett 
U.S. Department of State. (1986). Foreign Service careers. Washington, D.C.: U.S. Goverrront Printing Office. 



USEFUL LISTS/NUMBERS 



Area Voc-Tech Centers in Virginia 
Division of Voc. Progran Service 
Department of Education 
P.O. Box 60 
Richmond, VA 23216 



^JJ§i?'2 Association of Private Career Schools 
10800 Staples Mill Road ocnwis* 
Richmond, VA 23230 

*>epartment of Rehabilitative Services 
4901 Fitzhugh Avenue 
Richmond, VA 23230 

Directory of Federal Personnel Offices 
Offices of Personnel Management 
Washington, DC 20415 



Hours: 9 a.m. • 5:30 p.m., Monday - Friday 

Financing Your College Education 

James Monroe Building 
101 N. Fourteenth Street 
Richmond, VA 23219 



Miiifary Service Toll-Free Recruitment Nos. 
Navy 800/327-NAVY 
Arm/ 800/872-2769 
Marines 800/552-9548 
Air Force 800/531-5980 
(Medical recruiting only) 
Coast Guard 800/424-8883 

NHSC 1987-88 Directory of Accredited Heme Study 
Schools, National Home Study Council 
1601 18th St., NW 
Washington, DC 20009 

Virginia Educational Directory School Year 1988 
Department of Education 
P.O. Box 60 
Richmond, VA 23216 

Delores Esser, Executive D^'rector 
Virginia Occupational Info-mat ion Coordinating Cotrmitt 
Virginia Employment Coramisnion 
P.O. Box 1338 
Richmond, VA 23211 

Virginia's General Educatfonal Develcpment Testing 
Program, Department of Education 
P*0. Box 6Q 
Richmond, VA 23216 

Virginia VIEW 
205 W. Roanoke Street 
Virginia Tech 

liS^^f^rSi^VA 24061-0527 
800/542-5870 or 703/961-7158 
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INFORMATION SHEET 



Uirginia UlEkJ, Career Information Deliuery System 

Virginia Tech, 205 W. Roanoke Street, Blacksburg, VA 24061-0527 

The Federal Education Amendments of 1976 & subsequent legislation mandated the creation of State 
Occupational Information Coordinating Committees which must implement comprehensive Occupational 
Information Systems to serve the needs of planners, career counselors & others. The Virginia 
Occupational Information Coordinating Committee (VOICC) bis awarded a contract to Virginia Tech to 
develop & disseminate a Career Information Delivery System, VIRGINIA VIEW. 

Virginia VIEW (Vital Information for Education and Work) 

THE INFORMATION 

The MICROFICHE FILES - The Virginia VIEW system provides information on the 371 
major occupations in which most Virginians are employed. The system is based on the 
Michigan Occupational Information System and revised to contain Virginia state & local 
data. Additional files provide information on secondary school subjects, 
apprenticeships, military (enlisted & officer) training financial aid, postsecondary 
schools & other training opportunities in Virginia. PREVIEWS, an abreviated format of 
the Occupational Files, written o n a 4"5th gra de leve l is available on MICROFICHE. 

INTERACTIVE VIEW - During 1 988 - 89 the following will be made available for IBM-XT & 
compatible microcomputers with 20 mb hard disk storage: the CAREER SEARCH, 
Occupational Files, Post Secondary School Files and Financial Aid Files. 



The CAREER INFORMATION HOTLINE - The toll-free HOTLINE number, 800-542-5870, 
provides answers to inquiries related to post secondary education and job training 
opportunities, occupational licensing in Virginia, job outlook information, 
: apprenticeships, as well as general occupational-educational information. HOTLINE 
hours are 8 AM - 5 PM, Monday through Friday, except state holidays. Over 23,400 
persons throughout the Commonwealth have called the Hotline since its inception in 
1980. ^ 

THE CAREER HONT - This tabloid provides The VOICC NEWSLETTER - A VOICC 

occupational 5c educational information in a Newsletter, FORUM, is printed U 

newspaper format. Over 130.000 CAREER HUNTS disseminated to those concerned with 

were distributed at the beginning of 1988. occupational & educational information 

I ■ 1 LflgJ.ixiit^g,?, ^ 

THE ACCESSING STRATEGIES 
The CAREER SEARCH - The Virginia VIEW Career Searcl: ^s an accessing strategy to the 
MICROFICHE, k INTERACTIVE VIEW. The user indicates on the CAREER SEARCH 
self-assessment inventory perferences such as interests, physical capabilities, areas of 
work, physical strengths, working conditions, education & temperaments. Indicated 
preferences are matched with occupational titles using either a microcomputer or a paper 
and pencil hand scan. 



The Virginia VIEW COLLEGE SEARCH - This Search matches user preferences in seven 
areas (length, affiliation, size of surrounding community, admissions selectivity, 
enrollment, region of state, and cost) to Virginia community colleges, 2-year 
coUeges & 4-year colleges & universities. The COLLEGE SEARCH serves as an 
accessing strategy to information on Virginia Colleges found in the MICROFICHE in 
the Postsecondary School Files k Financial Aid Files. 



CARL MCDANIELS, Project Director 
n (703)961-7571 



n SUMMRRV of the Virginia Career Information HOTLINE 



flge: 14 & under 835 Sen: Male 8762 



15 - 18 3260 
19 - 30 7298 
31 - 45 5341 
46 - 65 671 
Over 65 16 
TOTBL 17,421 



Uiork itatus: 

In School 6157 
Re-entering School 1654 
Entering Work 1161 
Re-entering Work 1997 
Changing 3556 
Counselor(s) lOQO 
TOTAL 15.525 



Female i2,9ii 

TOTAL 21,673 



Rating of Seruice: 

Helpful 4,245 

Very Helpful 11,996 

Of No Help 186 

TOTAL 16,427 



Geographic region of the state: 

Lynchburg 856 

Newport News/Hampton 1647 
Norfolk/Portsmouth 3643 
Petersburg 536 
Richmond 3598 
Roanoke 1529 
Northern Virginia 2429 
All Other Regions 7492 
Not Available 2223 



HOID DID VOU HEAR ABOUT THE HOTLINE? 

Workshop loi TV 1802 Radio 347 Newspaper 1452 

College 1115 VEC 817 poster 1286 Bookmarks 1169 

Telephone Book 419 Counselor 2891 Other 3435 



School 1851 
Library 162 
TOTAL 16,847 



In the first - years. 8 months of service, the HOTLINE has been used by 23,400 
persons throughout the Commonwealth. The HOTLINE hours are from 8 AM - 
5 PM, Monday through Fridays, except holidays. 



MONDAY 

TUESDAY 

WEDNESDAY 

THURSDAY 

FRIDAY 

TOTAL 



8 - 12 AM 
2146 

2235 

2043 

1948 

1698 

10,070 



CALL 




12 -5 PM 


TOTAL 


2937 


5083 


2928 


5163 


2855 


4898 


2569 • 


4517 


2044 


3742 


13,333 


23,403 
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For further information contact: 

CARL McDANIEl", Project Director 
Virginia Tech. 205 West Roanoke Street. Blacksburg, VA 24061-0527 
(703)961-7571 or 1-800-542-5870 
Aug'ust .31, 1988 
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Append: k A 

Listing or Contributing Publ i shsrs/ Di str i butor s ':o th^ itCIj 

Pro j ent 



' Thi s 3. 3 a 1 i stmg o-f contri buti nn puhl i shers/di str i butor^^ ?nd "che 
speci-fic macerials they liave ccnateo to the> Educat: on s-or Ct..r:3f.3)r 
Developfiic?nt ProjecL -^.v^ ot Jj- n'.'c.rv 12^ 1996. 



PUBLI SHERS/D I STR I BUTORS 



MATERIALS DONATED 



rtccDlR^r-red Devei opfr.ent. lACn 
t'AlzjorQ A'/enue. ituncien IN 



b o o I : s : Cr^ns icl hz*ri*:r : 
Pract?. eg F rrxcr ^ , 
Conn s^ el or oi'or^'r . i ^^itjh' 
Enhancit nq ^.ini ^ c^for »,T< |. 
Nam azie rin d _i:^i3ii.i J-l^.. 
Better Re>>dv Xil'J: O IJ»l'^. " 

Alcoh ol i c Fr-'frtj 1 v ; ^^rt*.: 
HG^I rJinq (" hi 1 dr^n Contr 
witn Gric'T 



Alphonn J- Hackl, Pru?:xdent, 
Acrropo.i i s BqdLs., Ltd., :j4»^0 
17th StroGt^ NW., Washington, 
20009 



DC 



books: Afflg r i ■;: n ^ 5 N<s w 
UJofnc?n En ^r'Spr^.nipi ir-s " 
Am er i c:a ^ New Eroocj r «t 
En t r g? r sr . r s n F /;r t: T if 
Protessionai H S imolQ 
Facts Abou"- How to Have 
More Mon<5v ; Making It or 
Yaur rjc^m ; Earn Colleger 
Credit rcr MJhat Vol hnr^.^ j; 
To Be a Cor.qressn^an ctnq 
C orriC) ater Confidence 



Mary Beth Grxyh^part: , Aliyn ana 
Bciccn^ tnc-. Pocl-:! ei qh ^, MJ 



b Doh. : ^^£x^or ??;vch ilocv r. / 
Afasoss rnen t I n s t r UfAen r. = 
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Ameri can Assoc: i<7ti on -^or 

Vac at i onal Inst'^ucti onal 

MaterialSj, The Mar:? cnal 

In*3ti tuv.'^ for Instruct ic nal 

NaterialSn 12u Driitmier 

Engi neer ing Center ^ r^^.hen^j ©h 

30602 



American Gaidr-nce Servicej, 
Pi»bl i Eherr. Built-^inr. Circle 
Pine, m 55< '14 



5 specimsn ser.s of tne 
Hr>. rrlnatDr-G^ £:h':>^ C -^r v r 
D(rc : si en j1af; i^.q v v^vt: f jj;^ 
(CDrl / ; 1 Par--. c >;^^-'' 
and i p-DtctvZ'S» p-lnvcut 
letter Df 9/jS/2r. 
profPises in adnirirn: 1 
CDM Mi crocc ni^ni d: 1 
Gui dc -f D**" Org ,» x*x . ? 
E:j;p3 or^ vi on and ) Cr^rc ze" 
^'la nrArq Haf.dLo o!: % or 



AnvGrJ can Lt dx "n 'i Tipcat ion 
^-*rogram, HTu-r i c : ni 'r/n arc CI; L i d 

Youth Division, inci j anapol i 
in 46206 



Debnrah Fhi ] • 4 psj^Beli Howe! 1 

Micro Hhoto i;iv«r:ion^ 

Pub] i cat n. on:', l^rcducts, Uid 

Mans-fiojld r^oaci, Woos*:c:r., Ohio 

44691 



book i et : H ow -^o F. r.o 



Bennetc Ncl^night, 1/337 Ventura 
Boulevard, Encino, CA 91316 



book: Succeeding xr. rf -^ 3 
WorLdofWor I: 



Ciaire Vc-rduinH Brocl^s/Col e 
Publ i shing Company, 5S5 Abreqo 
StreeUj, Montf?r&yy CA 97940 



book s : lJs_i rjr , A 5 g ?: " smer t 
Rn-5Ul r.s For Ca -g »r 
Co uns£rl in ^ and CounsrO . nq 
ProQ'-'aflr i G -for E.mnloveo?, 
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Paul Kiedzii". Crlly Curtis Lo. , 
1111 N. Las Hal mas aye.> 
Hollywood, CA 90033 

Career Dynt.micn, Inc.. POB SOl, 
Bloofn-field, CD a002<: 



Li-f e 



book: Grouw Career 
Dvnamicn and 2 Care^t^r' 
Fcl dgrs 



, Career Ressarch and Testing j 
2005 Hamilton Avc^nue, Suite 



Hotxvated Skills Card 
Sort Kit ; Cargp r Valtig? : 
Card S:art Kit anci 
Qccu.::a ci anal I tt-* r-^c^'. 
Ci.rd i:-:'rt Kit 



Jarvi*^^ C£}i tc>-pcrat4.c.n, 2?7 
20V ^ H I c :( : r. f r i ^ 22:: 1 



so-ftware: CHOICES. 



Ch r;:" 1 - i - Mcr - . i i Pl b 1 i na 



bod:: L :jfGj ^tru Czr yj-r_ 
p] Arm 3 nn 



Blai no Dune l l"r ! -^i ": nc 
M<-nr-^.'.ijr , Chron ( cie buict.-ince 
Pub 1 > c ci t on Inc., Au r or a 
Street, Moravian N\ 13188 



Li .^r^rv rnd GCtrwar^:; 



Jr , 



The Coll'^gf: rfo-vrd, &&3 Seventh 



took 5 : Th^" ' A^ t mi ss : on 
Strateqi sc. CclleT >" 
Recruitinc in the b^' ' ^4 
A cadefT'lc P r e p r a 1 3 g n v *t 
Col lece ; How to L f^- zirf^ } ; 
and Co) leoe to Car?:«e?* 



Nan Holland, Public R^lations^ 
CompC^.re Publ i c^^-.ti onsj 2415 
Annapolis Lane, Hinneapolis, 
55^41 



books: An Eleonant In 
Living Room^ The 
Children''^ So o^ ; {\ri 
El^^Dh an in the Liv i n- 
Por^m, A Lr>a d.<» r'3 Ij c'i-:^*', 
and rincr e*.' i a .4er vona 
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Consulting Psyche] agists Pre£:=. 
Inc.. FOB 60070, Palo Alto. CA" 
9430to 



spsci'Tian set and Mgni.^gii 
Ps yc h o 3 QG i c i I n /d j' nro -y 

SyJ ^ jt"2__thg Pgi'Vgl C3fn? ■ 
e: jd ' Js 1- o t t hg^ ■ hh? ! I ^-^-.d ^ 
Gi f ts Di rrer .na 



CTb/McGr aw-Hi 1 i 

H i q h t s-t r; wn / Pr i n c: ^ co- an f.oad , 



i IT. A I 



T/J Dec: "LJ-S z-r- 



Liss L'se, Eva Lu?.tior 

£bIT5. P0:v"723-!, San Oieuo. 
9210/ 



Shelly '-55UGr, -Llducati-n 
Assc3c;iate;£, Inc.. ^ 8 Lrab 
Orchard K'cj;-.c:- :'0B V, n-arkrorcH 
K/ 406 j2 



P i E»nnim 



EdLicational 1\5stinq Service, 
pLvbl 2 oni^ Ci- e'er Si-rvicG^ CI: 
67L"t . Pr i nceton , fMJ 0rJ54 f. 

GorsLich Scarist3i-i c! ^-'i^bli sshcrs, 
8233 Via Passeo Del Norte. 
Suite £-400, 
Scottsdale, A"Z S'52S3 

J. fc. Ferguson P*jbl2sninQ 
Company^, 111 E. Wac!:c?r Drive, 
Chicaqo. IL 60601 



b DC f : 1 e 1 1 Feci. 1 3 il'f -' "j'M^ 
Co cTtQiAtii-r lA-g ^r r^c \ 



bocf.s: fhs Career :-3 tna^^ 



Program Ei^arciginn • i : - 
Opt i cris and The Job Gr^fr::vl 
A Career Hanr iboc3>^ 

gnc.vc_l ppedi r> c-f 3^rr.er 



Garrett Pa-k Press. 
Park, MD 20S?6 



Garrett 



Repaid Krannlcj.. '"'h-J.- iir.Dr.'(." 
Publ : c T'a: i anir> ^ Career e*» 
Depart.i.::tnt , 10655 Big 0<^^k 
Circle, Hrnass-is.. W." 22111 



coiT:t)]ete ^,..az o-f p:j=>her-:- 
noal ^ ">Jigerp In Mentr'? 
. -:eai tn 
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i'iar i 1 y n Joh n sc n ., 1^1 a r ! : a " \ n g 
Consul t<?r.t^ Instirute -for 
Personality and Ability 
festing^ inc. ^ PDB 138^ 
Champaign, XL 61S20 



Career 



two Pf^r son 9 ] Car g?g' r 
De ve 1 cDfngnt Pror i 1 e 



Manual s 



E. Ty Gardner, President, 
Cambridge Care^rr Products. 
Je-f f erson Software^ 723 Icanawa 
Boulevard, East, Charl escon, WV 
25301 



demonstration GisiirCar-^er 
Directions 



P a m Rons. J o n n s o r i / R u d o ]. p h 
fr ii'.i n l ng ^< L'ev-al opme*nt p inr h . 
1004 State Street, fowling 
Qreer.^ KV 42101 



vidao^aoe: 
Inr i 



jna &. .c, "."jr nt. 



Jxatnrvn L. hatenj Spc^c:3"^I f-aJe«=" 
ili20.*da ni.cDi" , Jo&sev'-Bv-^Sir. Inc. - 
f-ub-^ i LnerSj, *ri3. Cai x c*^T.i 3 
ijtrGeu. San Francisco., Cr. ~^ 1 0-r 



Da. 



f z V. 



F^imi lig- ^ and i':: 



r.2 Hti: 
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Mer i diar. Educati cn Corporati cn 
205 E- Lccust Street^ 
Bloomingtan, iL 61701 



sot I ware: Cc>.reer ComijaaS >^ 
sound -f i Imstrips: Car^ 



ChoicG and Job Sg-^.rch n 
books: Career Chicce and 
Job Search with 
Instruc tor' s Manual s 
Chi 1 cren " s Dicti onarv o f 
Occupations ; 
AHelpinaHan d; Adult 
Career Counseling ; anc 
Career ;. ntor<»ation in the 
ClassrooTt: A i^lor t':sh£:p 
t'nui cie 



W^^tionait Computer Svst 
o-j «-<r.i onal Assei'^'i-.crie'-it 

Minneapolis, MN 55440 



specimen set: Career 
A=sess,Tient Invento ry 



:£-^rl lai^sTir^n. Presid*^nt. 

Nctinnal Publiiners at the 

-ills., Inc,-, 137 E£st 
Main Street:, EI:7is-ford, NY 10^5: 



Gai : C5SS&:- Trade Sales 
he : I r c:er /iat i ona J. festboc h: 
Cc:T:pan V - 2t:.i5 ^ oul'ty , 
Li ncol n -'JC-^d IL i>C t)46 



books: Ci^Dor tinlti^;s 

series: gf: ni:in:: ^ 

Business ''1r.nr.n:vmr?nr n 

Carper-si; Cgi^nselin ci enc : 

DeveJ^cQjngntg 

>Znvi ronmer tal Care r^r 

Forei gn Lanqu^:.Ge C arsg^g- ; 

Law Careers and Nutrit: on 



Tom Ellison, The New Careers 
Center, 6003 JL 5ist Street, 
FOB 297. fouider, CO S0306 



baolss: H^w CO Work -for a 
Living and Still bg_Fi: 2S 
to Live and 900.000 P^ ug^ 
JobG Ann'j al 1 y 



Pennsyl vani a Ccl 1 eqr? or 
OptofTietr^', 1200 I'.est iBcd-frev 
Avenue^ F*'hi 1 adex pni a, PA 19J4i 
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Peterson's iiuidGs^ Linda 
Ccumeri . Ac cc Lint 
Representative. Ben 2123^ 
Princetcn, NJ 0G:54'J 



Peterson •' 



Selection Service k'-^ \ rj^ s 
P et?rsor; ^ 5 Financial P.i n 
Servi ce ; F^eiergpn- s 
College Selectic n £>f;rv;T. rg 
(2 vr ) ; P oie^- Ho n^ ?. !' 
Success -for hicr c-i 



Peterson's CTtr 




P 1 5.n n i n q Ser v i 




Peterson" s 




Enqi neer in q/Hi 


ah '''erh 


Suud .'nt Hrindor 




Petersen • e £-» r 


if . r 


ODDOrriLini t Ir^T 


• or !' I cis 


and Te#3n 





Pra-Hd- 5341 Induscri, 
Austin^ TX 76735 



>! £1 .d- 



booh:55 : Cara-ir r 'Izn ncfr*^ 
a nd i:h€r Hgrcjjj':^.^ '-^ 

Qu2 to ^:c: i^i: j^z.-. ^ 
Assesssaent 



-'syc I-i o 1 oq i c ai As« es s.Ti .n t 
Rssou»^ces, ^nc-- 99Fi^ 

Research Press, I'ai'^ Ji-ttis 
iV/CTnue, Chan^paign, IL ^>lol:l 



speci nsn sr.z or 
StLtdvlr'g ^ ft-r-rt 



Darisne Labadis. Director c;-: 
Admini sTiration , Reseiircl 
Psvcho^ogists Press^ inc-, ilO 
hiiitarv Street^ PC)3 9>i"4^ POrn 
Huron, I'll 48061 



test: J:? rk^n n -iv. 
lnter er;t Surve y Kc inu 
and 1 JVT^ +,esu 
and 1 campi i entar > 
computer sc on nq snv?:%t 
and safiiple pr^ntcwcs 



Rod Durginj Ph-D,^ 
Pub] ishcr. Resource 
Di r ecu or i G s . 31 03 Ex ecu I: i \ e 
Partway, Suiti^ 212, Toledo, 
Ohio 43606 



book: Guid:? 
Jobs 



F-=?d-r: 1 
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F'agGr Rosen ^ Publii^her. The 
Rossn Publishing Group, 29 East 
21 sn Street 3 New Yorl.j. W 10010 



boohs : Lilopc ^ o.^ieat nna 
Tea.i" Calcul at i r. q y our 
Ct^re e r Cost s ? C op-^'na m'th 
Fami Iv Violence ? Coping 
with ^jchooi Ared 5ucice g 
Copi nq with 

Discrimination s Cooi nc 
with Step-fami ] ies ; Cocina 
with Academic An:;iet vn 
Copi nq wi th AIDB A»nd 
Looping I'Uth Your ^fnac^^ 



David HzKtala. Pufcl : shBj'' . 
RPH Press, Inc., FOB 157, bouth 
Fai-weli Street, v'smdaie- MM 
5£54S 1 



i J o □ i :. : G u.i d'S "to il:as i c 
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